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APPLICATION FOR RECORDS RETENTION SCHEDULE 

i 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOR’I I RECORDS MANAGEMENT DIVISION 

IMSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Record? Management Division, 330 Capitol Avdnue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

Nel le  Wil l iams - Princ ipa l  Secretary - 656-3522 
3. Action Requested 

c a- 
b. 

c. Amend Application No. 7 4 - 1  71 Check One: IxI Change; 0 Supercede; 0 Void 

0 Estaoiisn Retention Scheduk; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

-_ 
4. Dates of Series 
Earliest Latest 

5. Records Series Title lfollowed by title used in office; if different) 

I On-Going I Game Management Section Operation F i l e  
~ 

6. Division and Office Function What is the function of the Division and the Office in which this record series is  created? 

I- 
I 

7. Record Series Description 

Documentsrelating to: 
establishment o f  game management p o l i c i e s  and procedures, and the so lv ing of game management 
problems throughout the state.  
Included are: 
o f f i c e  general admin is t ra t ive and reference paper f i l e s  inc lud ing  accounting, property contr  
personnel and records management documents. (Some dup l ica t ion  i s  made i n  D iv i s ion  D i rec to r ’  
Subject F i  1 es . ) 

This file contains the following documents (include form numbersand tirles, if any): 
Attach samples of the file. 

the operat ion and admin is t ra t ion o f  the game management d iv is ion ,  t he  

general correspondence from publ ic ;  memorandums; i n t e r - o f f i c e  d i rec t i ves ;  and 

File is arranged: chronologically by fiscal year; thereunder alphabetisally by -subject. 
* ‘f - ,” % , *a. - - 

6. Monthly Reference Rate How often are records referred to which are: 
One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

‘ twenty-five months and older .? 
A- 

3. Annual Rate of Accumulation of Remrdr 
Letter-size drawers ---.-; Legal-size drawers I * ;Shelves ;Other (specify) 

R--50-71; Rev. 76 (Over) 



. 

documeny be srheduled semratelv? 
f. Is the information cu ntained in this se ries ever Dublished? If v~-amh COOV. 

11. Retention Requirements The following requires the series to be kept: -t 
a. State Law years. d, Audit period -years. 
b. Statute of limitation years. e. Administrative need -years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain. administrative need. 

.. 3, ir, .. . . .  

-- 
12. ADoroved Disposition Instructions This agency recommends that the file series be cut otf a1 tht end of each: 

0 Catendar Year: 0 Fiscal rear; 0 Other ~ then, 

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 

Destroy. 
Transfer to State Archives for permanent retention. 

0 Other (Specify) 

yearb); then 
yearb); then 

Cut o f f  f i l e s  a t  end o f  each f i sca l  year; hold i n  current  f i l e s  area.Two - years; then 
transfer t o  State Archives for permanent re tent ion.  

. .  , .  

. .  I . . .  . . .  . .  
. .  . .  . .  

These instructions apply to a l l  prior and future accumulations of the series. 

kcommendations in para- 
raph 12 are approved. 
If di&proved, attach letter 
If explanation.) 



Department o f  Natural  Resources 

270 Washington Street,  S.W. 
Game and F i sh  D iv is ion ,  Game Management sec t ion  __---- 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  4 R E C O R D  WILL C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

Dates of Ser ies  
-_-- - -- OPERATION FILE 

'*What i s  the  fhnction of t he  o f f i ce  i n  which t h i s  record s e r i e s  i s  created? 

The Game and Fish D i v i s i o n  i s  responsible f o r  the i d e n t i f i c a t i o n ,  p ro tec t ion ,  and 
conservation o f  the  f i s h  and w i l d l i f e  resources o f  the  s ta te ,  and f o r  p rov id ing  
f i sh ing ,  hunting, and outdoor experiences f o r  the  c i t i z e n s  through education, 
pub l i c  Informat ion,  and law enforcement; p rov id ing  p u b l i c  access t o  and use o f  
w i l d l i f e  hab i ta t s  and na tura l  areas on both p u b l i c  and p r i v a t e  lands; and preserving 
the environment o f  r a r e  and endangered species. 

l.-This f i l e  contains the  following documents (include form numbers and t i t l e s ,  if W ,  
and f i l e  arrangement ) . 

Documents r e l a t i n g  to :  
d i v i s i o n  o f  the Game and Fish D iv i s ion .  

the  operat ion and admin is t ra t ion  o f  the  game management 

Included are: 
and o f f i c e  general admin is t ra t i ve  and reference paper f i l e s  i nc lud ing  accounting, 
p roper ty  con t ro l  , personnel and records management documents. 

F i l e  i s  arranged: a lphabe t i ca l l y  by subject. 

general correspondence from pub l ic ;  melnorandums; i n t e r - o f f i c e  d i rec t i ves ;  

ATTACH SAMPLES OF THE FILE 

AIUUAL LATE OI ACCUHULATIOW 



;I 
13. Is  t h i s  the Record opy of t he  series? (correspondence I s  record copy) F 
lh. Is there  a duplicatidn of t h i s  series i n  another o f f i c e  o r  agency?. 4 .  

/ '  15.  Is the information contained i n  t h i s  s e r i e s  ever summarized.'or published? 
Attach copy of s m a r y  o r  publication. 

16. Does the se r i e s  contain c l a s s i f i e d  information requiring securi ty  handling? 

17. Does t h e  series i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major portion of it) regularly microfilmed? I f  yes ,  why? 

20. Does the  record serkes provide data as input t o ,  an EDP f i l e?  

21. Does the  record s e r i e s  contain documentation produced as EDP pr intout?  

22. Has the Federal Government issued instruct ions goyerning t h e  retention/dispo- 
s i t i o n  of these f i l e s ?  

23. W i l l  there  be a need fo r  these records 10, 1 5  years from now? If  yes,  what? 

24. REQUIREMENTS. The following requires t h e  f i l e s  t o  be k e p t  1 y e a r  

a. [ ]STATE b .  [ ISTATUrE OF c.  [ ]AUDIT d .  [ ]FEDERAL e .  [NADMINISTRATIVE 
LAW LIMITATION PERIOD L A W  DECISION 

(Cite Law, S tatute ,  or other reason for  t he  retention requirement) 
Administrative and reference value o f  this record series is minimal 1 year a f t e r  cut-off. 

-- -- -__- --- ____ --_-___ 
25. AGENCY RECOMENDATIONS.  This agency recommends t h a t  the  f i l e  s e r i e s  be cut off at the  end 

of each -[]CALENDAR YEAR -"FISCAL, YEAR -[]OTHER ,then : 

x ]  Hold i n  the  current  f i l e s  area'  ' month( s) / 1 yea r ( s ) :  

x ]  Destroy. 
1 Transfer t o  [ ] Sta t e  Records Center [ ] Local Holding Area; hold y e a d s ) :  

] Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
I Destroy immediately after cut-off. 
1 Other: (Specify) 

(Indicate b r i e f l y  rationale for recomnendations aboue/or write additional remarks) : 


